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Introduction

4Welcome to the course

4 Introductions

4 Course objectives

4 Course structure
• Explanation of concepts
• Demonstrations



Content Management Basics

4 Review of Content Management Basics
• Content management process
• Content management workflow
• TeamSite structure
• TeamSite roles



Content Management Basics
Process

Basic content management process:
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Content Management Basics
Workflow

Review & 
Edit content

Create 
content

Submit &
Approve
content

Deploy to 
production

Prepare
content for 
deployment

Basic workflow:
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Delivery



Content Management Basics
Structure

TeamSite’s structure 
includes the following:

• Branch
• Sub-branch
• Work Area
• Staging Area
• Editions

• Main Branch

• Sub-branch

• Work Area



Content Management Basics
Roles

TeamSite has four major roles: 

• Author 
• Editor
• Administrator
• Master



4 The Content Management Process
• Content creation
• Content management
• Content delivery
• Within TeamSite

The Content Management Process



The Content Management Process

The process below shows how an idea for content 
gets published to SFANet:
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The Content Management Process

The process begins with the content contributors and content managers:

1.1.1 Add
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The Content Management Process

The content contributors and content managers follow this process:

Content Contributor

Start
Identify

new content
idea

Stop
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Code
Content

Content Manager
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Document
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The Content Management Process

Content contributors and content managers monitor their content on 
SFANet, determining when content needs to be modified or removed. 

1.1.1 Add
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The Content Management Process

Based on the input of content contributors and content 
managers, content programmers code content for the website. 

1.1.1 Add
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The Content Management Process

Applications Management Content Manager       
reviews and approves material:
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The Content Management Process

Material is then sent to production:
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The Content Management Process

The basic, overall TeamSite cycle is shown below:

Log in Create/assign
jobs & tasks

Complete tasks
& prepare work
for production

Approve Produce

• Log in

• Homepage 
setup

• LaunchPad

• View content

• Add content

• Modify content

• Remove content 

• Generate HTML

• Submit for approval

• Approve new or 
edited content

• Produce an 
edition

• Develop ideas for 
content

• Create document 
for website

• Assign job within 
TeamSite, 
attaching any 
necessary 
documents



Using TeamSite

â Logging in
â Assigning jobs and tasks
â Approving work
â Producing editions

Within this Content Management process, our roles will 
include four main components to using TeamSite:



Using TeamSite
Logging In

4 Log In
• How to log in
• How to set up a homepage
• Installing LaunchPad

â Assign jobs and tasks
â Approve work
â Produce editions



Accessing TeamSite:
Logging in

To log into TeamSite, open your Internet browser and type in this address:

http://teamsiteservername/iw OR http://teamsiteservername/iw/launch.html

Enter your Login, 
Username, and 
Password in these 
areas.  

Then click “Login.” 



Demonstration

Accessing TeamSite:

Logging into TeamSite



What is LaunchPad?

• The first time you log into TeamSite, an application 
called “LaunchPad” installs automatically

• As you use TeamSite, LaunchPad allows you to 
specify which editing applications should launch 
which types of files in TeamSite 

• You can specify how you want LaunchPad to 
interact with your workarea



One-Time LaunchPad Installation

To install LaunchPad:

Windows and Windows/NT users
• When you first log into TeamSite, LaunchPad will 

automatically download and install onto your computer

Mac users
• You must download LaunchPad before you can install it
• From the Edit menu, select LaunchPad Setup
• Follow instructions in the Install window



Setting the Home Page

4 The “Home Page” is the default screen you’ll go to 
each time you open TeamSite.  

4 To set your workarea as your home page:
• Go to your workarea (click on the “workarea” icon)

• Select:  Edit > Set Homepage

• Your workarea is now your homepage 

4 This same process can be done on any page to set 
it as your personal home page.



Setting the Home Page

Select:  
Edit > Set Homepage



Using TeamSite
Assigning Jobs and Tasks

4 Assign jobs and tasks
• Create a job
• View the To-Do list
• View assigned jobs 

â Approve work
â Produce editions

â Log in



Jobs & Tasks

4 Create a job
4 View a task
4 Add files to a task
4 Edit task files
4 Complete task
4 Approve task

â Tasks are portions of work performed by a single 
user.  A job is a group of tasks associated with a 
particular workarea.

âWe can:



Jobs & Tasks

4 Create a new job
4 View the To-Do List
4 View assigned jobs

â Our main use of jobs and tasks will be to:

â Create a job to request content to be coded for the site

â Add files to a task to provide an existing file for the site

â Check your To-Do list for progress of assigned tasks



View of Tasks in the To-Do List



Demonstration

Assign Jobs and Tasks:
Functionality of the To-Do List



4 Assign jobs and tasks
» Create a job
• View the To-Do list
• View assigned jobs 

Using TeamSite
Assigning Jobs and Tasks



4 To create a new job, select:  File > New Job

Select:
File > New Job

Creating a New Job



4 The New Job screen appears.  On this screen:
• Select a template
• Enter a description
• Click the New Job button.

Creating a New Job



4 In the New Job Template, enter the required fields.

Creating a New Job



Demonstration

Assign Jobs and Tasks:
Creating a New Job



4 Assign jobs and tasks
• Create a job
» View the To-Do list
• View assigned jobs 

Using TeamSite
Assigning Jobs and Tasks



4 To view the To-Do list, click the To-Do button
4 The following screen appears:

Viewing the Editor To-Do List



4 To see specifics for each job, select: 
Job Options > Job Details

Viewing the Editor To-Do List

Select:  
Job Options > 
Job Details



4 The Job Details window appears as below:

Viewing the Editor To-Do List



Demonstration

Assign Jobs and Tasks:
Viewing the Editor To-Do List



4 Assign jobs and tasks
• Create a job
• View the To-Do list
» View assigned jobs 

Using TeamSite
Assigning Jobs and Tasks



Viewing New Jobs 
Assigned by the Editor

4 After logging in as an Editor, click the To-Do list
4 A screen appears similar to the one below:



Viewing New Jobs 
Assigned by the Editor

4 Select:  View > My Jobs

Select:  
View  > My Jobs



4 A screen appears showing all new jobs created by the editor

Viewing New Jobs 
Assigned by the Editor



Demonstration

Assign Jobs and Tasks:
Viewing New Jobs Assigned by the Editor



Using TeamSite
Approving Work

4 Approve work 
• Process for approval

â Produce editions

â Log in
â Assign jobs and tasks



Reviewing and Approving Work

4When work is submitted, it goes through the approval 
process.  The approval process includes these steps:

Applications Management Content Management Lead

Start

Stop

21 No

Deliver and
Distribute to
Production

Content Manager

3

Yes

Code
Content

Content
manager
review

needed?

Approve
Content?

Approve
Content?

Submit to
staging

4

YesYes

No

No

Interwoven
TeamSite

Interwoven
TeamSite

Interwoven
TeamSite



Using TeamSite
Producing Editions

4 Produce editions
• How to produce an edition

â Log in
â Assign jobs and tasks
â Approve work



Publishing Editions

4When all work in the staging area is ready for 
the website, we publish an edition

4 This may happen on a regularly scheduled basis 
or as updates are needed 

4 Editions are saved liked archives, in case we 
need to revert back to a previous version

4Once an edition is published, we start work on 
the next edition

4 Selecting the “Get Latest” button each time you 
log into TeamSite ensures that your workarea 
has the most recent edition loaded



Publishing Editions

Workareas Staging Area Edition

User 1

User 2

User 3

• Work begins in a workarea, moves to the 
staging area, then is published as an edition



Review & Conclusion

4 Review
• Content Management Basics
• The Content Management Process
• Using Interwoven TeamSite

4Questions
4 Conclusion


